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        When an employee submits a Request to Telework Acknowledgment, 
you will need to review the request to determine if the request should 
be approved (done), denied, or is a duplicate of a previous request. 

1. On your home page, click the Inbox icon  

  

 

2. Select the request from your Actions list 

 

3. Review the information on the form 

 

 

 

 

 

 

 

 

 

4. If the Consistent Schedule option was selected, the form will indicate 
the days each week the employee plans to telework.  For employees 
who selected the Flex Schedule, a description of the employee’s plan 
should be reviewed.  Ensure the request will not negatively impact your 
area. 

 

5. Click in the Resolution box and chose an option 

Note: Select Done to 
approve the request. 

Note: Duplicate stops 
the process. 

 

6. All other fields can be left blank. 

7. Click  

8. The employee will be notified of your decision via Workday Notification  

 

 

 

 


